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The University of North Carolina at Pembroke
	CAREER BANDING ASSESSMENT FORM



	Employee’s Name:       

	Position:       

	Supervisor’s Name:       

	Position:       

	Current Classification:  Public Safety Supervisor


	Period of:        through      

	Date of Competency Assessment Leveling Discussion:      
Overall Functional Assessment Level from last page:  ___________



	Employee’s Signature: 
(Certifies that your assessment level has been reviewed with you.  (Does not mean that you agree, but that your performance has been reviewed with you.)  If you disagree with the above rating, you have the right to appeal through the Dispute Resolution Process within 10 days of this review. 

Date:       
	Supervisor’s Signature:

Date:       
	Chief of Police’s Signature:

Date:       


(Provide photocopies of signed form to Employee, Supervisor, and Manager.  Originals are to be sent to Human Resources Office.)

GENERAL INSTRUCTIONS

The Career Banding Assessment Form is to be used during the initial placement of employees into positions covered by Career Banding and during the interim and annual evaluation each year.  A determination must first be made as to which band and then which role an employee works at based on the supplied description of work.  After these initial determinations are made supervisors must then determine which level the employee is performing.

Using the competency description for each task determine at which level the employee is currently working at and mark the appropriate block.

Next, list what actions or functions the employee is accomplishing that demonstrate that the employee is working at the competency level indicated.  If positions have specific requirements to demonstrate the competency level, list them at this time.

Discuss what actions the employee can do to improve in the competency task.

In Career Development, determine if the competency will be an area of focus during the upcoming performance cycle and mark the appropriate box.  List any specific training, classes, or certification the employee will need to complete to develop in this area.

Determine which competency level the employee is working at in this band and class.  Mark the appropriate box.  If employee does not have the opportunity to obtain and utilize a competency give an explanation why and describe what steps will be taken to provide the opportunity.

Review the competency assessment with employee and discuss the career development goals.  Have the employee, supervisor, and manager sign the Career Banding Assessment Form.

Provide the employee with a copy of the appropriate band, class, and competency level requirements and have them sign receipt of same.  Obtain the other signatures necessary for this form and provide copies to the appropriate individuals.

Complete the Career Banding Salary Decision/Adjustment Worksheet if appropriate.  Forward the originals of the Career Banding Salary Decision/Adjustment Worksheet Form, Career Banding Assessment Form, and Career Band Competency Levels Addendums to the Human Resources Classification & Compensation Office after all signatures have been obtained.

Update the Department’s organizational chart to show the appropriate band, class, and competency level for employee.

The University of North Carolina at Pembroke

Core Competency Assessment

Competency – Teamwork

Measures and evaluates those skills exhibited by working on or leading a team.  Looks at how members actively take part in the team, completes their own share of work, and their ability to function in the group setting. 

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, the completion of career path training, and achievement of personal, team, and departmental goals.


	Demonstrates courtesy and respect when working with peers and clients in order to establish a positive working relationship.

Participates and contributes to developing and implementing relevant solutions for team.

Works effectively as a team member and actively contributes to tasks at hand.


	Plans and works on shared or joint projects and coordinates with others to achieve established outcomes.

Assesses skills with a team and works to build on individual strengths within the team.

Identifies and resolves issues that affect team performance. 

Solicits and implements feedback from others to improve performance and enhance team capacity.


	Acts as a peer group leader, intermediary, or supervisor.

Directs team efforts and identifies and incorporates the skills and strengths of individuals to improve processes and achieve organizational success.

Manages work conditions to foster team performance and prevent or resolve conflict. 

Utilizes the power of group expertise for collaboration and creative problem solving.

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Core Competency Assessment

Competency – Customer Service

Assesses those skills, knowledges, and abilities required to successfully interact with customers and provide customer service.

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, evaluation of service calls, and completion of career path.


	Establishes a positive relationship by acting courteously to every client.

Listens carefully to the clients’ needs and concerns.

Provides timely assistance.


	Anticipates customer’s needs and moves to effectively address issues. 

Promotes positive customer service attitude among peers to improve client satisfaction.
	Seeks feedback from clients to improve quality of service and designs ways to exceed expectations. 

Provides guidance to clients and mentors other organizational units and business partners to forestall problems.

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Core Competency Assessment

Competency – Organizational Awareness 

Evaluates the skills, knowledges, and abilities needed to understand the role of the organization and how it fits into the overall organization of the University.

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, and the completion of career path training.


	Demonstrates a working knowledge of formal and informal organizational structure.  Knows whom to ask for what, and when.


	Demonstrates understanding of climate and culture.

Recognizes unspoken business unit and Institution limitations - what is and is not possible at certain times or in certain positions.

Incorporates into actions when needed. 

Is knowledgeable of the mission, vision, operating principles and strategic direction of the business unit. 


	Possesses and utilizes a broad knowledge of the institutional resources, policies, and information to leverage the success of the business unit and the Institution.

Has an internal network of colleagues and professional contacts that are available to assist in providing advice, support and knowledge. 

Ensures that business unit direction and practices are aligned with those of UNCP.

Takes initiative to partner with other business units to take advantage of opportunities that build the reputation and success of the business unit and the Institution. 

Understands the unique culture, policies, procedures and way of doing things at the Institution and is able to effectively work within this framework. 

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Core Competency Assessment

Competency – Communication Skills

Demonstrates the ability to communicate effectively with both Department and University community members while performing assigned duties.

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, and the completion of career path training.


	Conveys ideas on routine subjects clearly, both in writing and orally.

Uses method of communication most appropriate to situation. 

Uses appropriate language and grammar when speaking or writing
	Conveys ideas on non-routine subjects clearly and translates technical issues into understandable terms for users.

Independently solicits appropriate information and selects best method or format for presenting to the audience. 

Communicates for listener comprehension and understanding.
	Conveys complex and advanced technical knowledge in language that is understandable and appropriate for users. 

Provides expertise to assist users in articulating needs and clearly communicating technical solutions to address such needs. 

Understands underlying dynamics and the context of a situation and adapts communication accordingly.  

Negotiates and persuades to build cooperation and consensus towards decisions.

Takes initiative to partner and contribute to a two-way communication flow with other units and clients.  

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Core Competency Assessment

Competency – Security and Privacy Awareness 

Demonstrates the ability to maintain the security of UNCP resources.

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, and the completion of career path training.


	Demonstrates an awareness of the importance of maintaining secure work environment and information privacy and confidentiality.
	Promotes awareness and practice of secure work environments and information privacy and confidentiality.
	Develops policies and programs to ensure secure work environments and information privacy and confidentiality.

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Core Competency Assessment

Competency – Interpersonal Skills

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, and the completion of career path training.


	Communicates in a way that is accurate, timely and easy to understand, verbally and in writing.  Shares information in an open and honest way.
	Develops and maintains effective working relationships with others in order to encourage and support communication and teamwork..

Listens with sensitivity. Seeks to understand others from their frame of reference. 

Interacts and communicates with a strong degree of judgment and discretion.  
	Builds and maintains ongoing working relationships with other to achieve the goals of the work unit.

Mediates disputes or disagreements to an effective resolution.

Serves as liaison to management.

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Functional Competency Assessment
Competency – Manages and Directs Operational Duties

Measures and evaluates those skills that are required to supervise daily operations of the department, including assignment and monitoring of work tasks, performance evaluations, managing incidents, and assisting officers.
	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, monthly evaluations, review of written documentation, scheduled inspections, feedback from peers, subordinates, and/or general public, and the completion of career path training, and achievement of personal, squad, and departmental goals.
	Assigns work to best use of staff and resources.  Directs officers during daily operations.  Monitors calls on radio.  Ensures proper responders based on incident.
Makes notifications as appropriate.  Provides on-scene guidance and direction as needed.
Monitors officers’ actions for compliance to policy, procedure and law.  Acts as Incident Commander as needed.  Assists officers with difficult or unusual situations.  Actively manages incidents/emergencies as required.  Ensures adequate resources on-scene.  Makes notifications as required.  Monitors activity for compliance to safety and procedural protocols. Regulates and adjusts actions of others.  Develops, directs, guides, and coaches officers as they work.
Reviews and modifies daily work schedule.  Establishes and reviews work expectations.
Evaluates and documents job performance of subordinates.
Conducts initial counseling and corrective actions.  Conducts periodic review of competency completion.
	Assists in developing specialized plans; conducts research:
Identifies community needs.
Considers department resources.
Identifies areas of concern and recommends actions to correct, including individual or group training, development/revision of policy.  Develops a plan for squad operations.
Uses data and statistics to determine trends and improve service.
Coordinates squads’ efforts (building checks, patrols, surveillance, etc.) to ensure efficient and effective preventive patrols.
Directs squad rehearsals for response to calls.
Manages major incidents, difficult or unusual situations.
Identifies operational errors and recommends corrective action.
Demonstrates continuous effort to improve operations, streamline work processes, and works cooperatively.
Identifies educational needs of others.
Measures, interprets, and evaluates squad performance.
	Establishes performance standards for division.
Benchmarks with other agencies.
Understands university priorities.
Seeks input from division members.
Communicates standards to division.
Ensures understanding by members.
Develops inspection/monitoring system to check compliance.
Measures actual performance vs. written standards within division.
Identifies operational errors to correct, including individual or group training, development/revision of policy.
Uses statistics and understands applications to analyze operations.
Oversees planning and operations of special events.
Manages contracts with vendors.

	EMPLOYEE WORKS AT:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level


	AS DEMONSTRATED BY:
	HOW TO IMPROVE:

	
	

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.


The University of North Carolina at Pembroke

Functional Competency Assessment

Competency – Conducts, Directs and Manages Investigations

Assesses those skills, knowledges, and abilities required to successfully investigate criminal acts and oversee the investigations of assigned employees to ensure the legal and proper use of investigative techniques and crime scene processing.
	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, monthly evaluations, review of written documentation, scheduled inspections, feedback from peers, subordinates, and/or general public, evaluation of arrest and conviction statistics, and completion of career path.
	Provides on-scene management for major crimes.
Provides consultation to officers conducting investigations as needed.
Oversees preliminary and follow-up investigations by officers to ensure proper investigative techniques and conformity to legal and departmental policy.
Investigates and resolves inquiries and performance based complaints.
Monitors preliminary and follow-up investigations to ensure proper arrest and detention.
Ensures evidence/property is properly identified, packages, documented and stored.
	Administers follow-up case assignments.
Identifies, investigates, and recommends disciplinary corrective action for serious internal affair investigations.
Analyzes cases to identify trends, assign similar cases to same officer or squad, develop prevention programs.
Conducts review of Use of Force incidents.
Monitors and reviews operations to ensure appropriate arrest and detention.

	Monitors division preliminary and follow-up investigations for compliance with legal procedures.
Coordinates investigative efforts between the patrol and investigative divisions.
Identifies, investigates, and recommends disciplinary corrective action for serious internal affairs investigations.

	EMPLOYEE WORKS AT:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:
	HOW TO IMPROVE:

	
	

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.


The University of North Carolina at Pembroke

Functional Competency Assessment

Competency – Guides Public safety Officers in the Performance of Community Policing

Gauges those knowledges, skills, and abilities needed to evaluate and address crime prevention and community relations issues individually and through the actions of subordinates.
	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, monthly evaluations, review of written documentation, scheduled inspections, feedback from peers, subordinates, and/or general public, the completion of career path training, and achievement of personal, squad, and departmental goals.
	Monitors officer’s community policing activities for consistency with squad plan.
Instructs officers in community policing techniques and problem solving.
	Understands criminal trends and how trends relate to community’ guides officer actions based on trends.
Interprets and explains criminal trends to officers.
Meets with university groups to understand concerns and provide education about department and of crime prevention.
	Manages division community policing efforts.
Determines goals (with input).
Ensure coordination among squads.
Monitors work effort and outputs to determine if goal reached or adjustments needed.
Monitors community issues.

	EMPLOYEE WORKS AT:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:
	HOW TO IMPROVE:

	
	

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.


The University of North Carolina at Pembroke

Functional Competency Assessment

Competency – Effectively Uses Interpersonal Interactions and Written Documentation

Evaluates the ability to provide accurate written communication and the skills and abilities needed to practice appropriate interpersonal communications.  Gauges the ability to provide leadership by developing employees’ abilities to work together as a team to achieve departmental goals.
	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, monthly evaluations, review of written documentation, scheduled inspections, feedback from peers, subordinates, and/or general public, and the completion of career path training.
	Ensures that daily activity reports are accurately completed.
Conducts effective daily and special briefings.
Provides recent incident information.
Informs officers of department, University issues.
Reviews squad performance.
Seeks input of others; encourages two-way communication.
Practices active listening.
Brings others together to try to reconcile differences.
Praises publicly, criticizes privately.
Reviews officers’ paperwork and forms.
Informs chain of command of emerging issues.
Keeps other University departments informed.
Facilities teamwork and provides opportunities for team building.
Disseminates, interprets, and explains policy and procedures to squad.
Responds promptly and appropriately to internal correspondence.
	Approves documentation for submission to Records Section.
Researches and prepares written analysis of comprehensive issues and prepares and conducts presentations.
Promptly and appropriately initiates and responds to internal correspondence relating to operational issues.
Prepares press releases.
	Monitors divisional paperwork.
Interprets new laws, ordinances, rules, policies for members and confirms understanding.
Responds promptly and appropriately to internal and external communications.
Researches, prepares, and approves written analysis of comprehensive issues and prepares and conducts presentations.

	EMPLOYEE WORKS AT:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:
	HOW TO IMPROVE:

	
	

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.


The University of North Carolina at Pembroke

Functional Competency Assessment

Competency – Directs and Ensures Compliance with Departmental Policies and University Policies and Regulations

Demonstrates the knowledges and abilities needed to analyze, develop, and apply policies and procedures, including the implementation of the career banding process.
	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, monthly evaluations, review of written documentation, scheduled inspections, feedback from peers, subordinates, and/or general public, the completion of career path training, and achievement of personal, squad, and departmental goals.
	Analyzes situations and recommends exceptions to policy.
Makes recommendations for developing, updating, or revising policy.
Encourages and models value-focused behavior.
	Analyzes situations and allows exceptions to policy.
Researches and writes operational policy and procedure.
Assists members in mapping career plans.
Interprets and explains university policy.
	Formulates and implements policy for division.
Identifies operations requiring new or revised policy.
Researches, writes, tests operational policy (or delegates).
Monitors performance of the division to ensure adherence to and understanding of procedures.

	EMPLOYEE WORKS AT:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:
	HOW TO IMPROVE:

	
	

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.


The University of North Carolina at Pembroke

Functional Competency Assessment

Competency – Accounts for and Maximizes Use of Division Equipment

Evaluates the skills and abilities needed to ensure proper maintenance and use of departmental equipment
	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, monthly evaluations, review of written documentation, scheduled inspections, feedback from peers, subordinates, and/or general public, and the completion of career path training.
	Conducts inspections of squad equipment and individual officers’ equipment to ensure accountability and serviceability.
Monitors squad proficiency with equipment, such as drug testing kits, Alco-sensor, weapons, camera, computers, etc.
Identifies equipment needs.
Properly reports lost, stolen, or damaged Departmental property.
	Maintains and inventories Division equipment.
Develops and maintains plan to confirm accountability, condition, and officer proficiency with squad and individual equipment.
Identifies, researches, and prepares report on cost/benefits of new equipment.
Develops and implements plan for remedial or maintenance training.
Determines training needs for effective operation of equipment.

	Plans for the acquisition of new equipment.
Ensures accountability and serviceability of division equipment.


	EMPLOYEE WORKS AT:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:
	HOW TO IMPROVE:

	
	

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.


EMPLOYEE’S OVERALL ASSESSMENT LEVEL:

Note: Since employees are assessed against the required competencies of the position, the employee’s overall competency level will either be the same level as the position’s competency level or lower. The employee cannot be assessed at a higher level than the position since they are assessed based on competencies required of the position. (Individual competencies can be assessed at a higher level, but not the overall level.) – As directed by the Office of State Personnel.
	Professional Certificate:  What Professional Certificate issued by the North Carolina Criminal Justice Education and Training Standards Commission does the officer hold?  



	 FORMCHECKBOX 
 Probationary
	 FORMCHECKBOX 
 General
	 FORMCHECKBOX 
 Intermediate
	 FORMCHECKBOX 
 Advanced

	Career Band: Public Safety

	Band Role: Public Safety Supervisor

	Number of CORE Competencies:    

Contributing        

Journey

Advanced   

Overall Core Competency Level:   FORMCHECKBOX 
 Contributing   FORMCHECKBOX 
 Journey    FORMCHECKBOX 
 Advanced
_____________________________________________________________________________________________________________________

Number of FUNCTIONAL Competencies (Determine overall assessment level):  

Contributing        

Journey

Advanced   

Overall Functional Competency Level:   FORMCHECKBOX 
 Contributing   FORMCHECKBOX 
 Journey    FORMCHECKBOX 
 Advanced


	Additional Comments: 




